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Unit Description in detail Weightage (%) 
I Types of Institutions Offering Hospitality Services 

Hospitality Function. 
Role of housekeeping in hospitality industry. 
Housekeeping in reason to commercial act welfare section. 

 

II Management of Housekeeping Department. 
Layout of housekeeping department. 
Planning , organization and communication of housekeeping activities 
Coordination with other departments 
Roles/ responsibilities of personnel in the housekeeping department 
Administrative Policies 
Personnel management: Recruitment raining, handling personnel promotion, 
evaluation. Distribution of jobs, job schedules, job analysis 
Procurement policies buying techniques, stores, stock control. 
Safety, security and sanitation: safety, fire fighting, first aid safety in 
equipment use, pest control, sanitation standard. 
Uniforms, types selection, distribution and control. 
Hostess training  
Banquet management 

 

III  Preparation of duty roster for different types of institutes 
Preparation and maintenance of various records and registers for hospitality 
administrations. 
Maintenance, repairs& redecoration programs. 

 

IV Communication systems such as P.A. System intercom system,  
music and T.V. – Their uses, care and maintenance 
Recycling of used items in an institute. 
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